
Department of Defense

INSTRUCTION
February 2, 1988
NUMBER 5335.3

—

SUBJECT: Self-Service Supply Centers (SSSCS)

Reference: (a) DoD Directive 5335.2, “Defense Supp
Capital Region, ” October 14, 1983

A . PURPOSE

ASD(C)

.

y Service in the National

This Instruction:

1. Im,plernents reference (a) .

2. Establishes policy, prescribes procedures, and assigns responsibili -
ties for the control; ~use aid management of SSSCS by DoD Components in the
National Capital Region (NCR) .

B . APPLICABILITY AND SCOPE

This Instruction applies to the Office of the Secretary of Defense
(OSD] : the Military Departments, the Organization of the Joint Chiefs of Staff
(OJCS) , the Defense Agencies and DoD Field Activities (hereafter referred to
collectively as “DoD Components”) located in the NCR with respect to support
provided by the SSSCS through the Defense Supply Service - Washington (DSS-W) .

2. Its provisions apply to tenant Agencies that enter into Inter service
Support Agreements (I SSAS) with the DSS-W.

C. DEFINITION

1. National Capital Region (NCR) . Includes the District of Columbia;
Montgomery and Prince George’ s Counties in Maryland; Arlington, Fairfax, Loudoun,
and Prince William Counties in Virginia; and the cities of Alexandria, Fairfax,
and Falls Church i.n Virginia.

D. POLICY——

1. SSSCS shall be centralized and provide common use expendable administra-
tive supplies , blank forms (DA, DD, SD, SF, etc.), and self-service copiers in
selected SSSCS.

2. DoD Components in DoD or General Services Administration (GSA) con-
trolled buildings where SSSCS have been est. abolished shall not use, establish,
or mai.nkain separate facilities at. any ~ocatjon that duplicate services avail-
allle in the SSSCs. In unusual. circumstanc-es , a waiver to this policy may
be requested f“rom the Administrative :}ssj. st. aut L.o the Secretary of the Army
thro{l~h command channels .



3. DoD Components using SSSCS shall execute ISSAS and reimburse DSS-W
for the actual pro rated cost of supplies and services received. The method
~f reimbursement shall be shown in the ISSA at an annual rate determined by
DSS-W or on an actual cost basis.

4. DoD Components that move into a building complex where SSSC services
are provided, as part of their relocation planning, shall arrange to abolish
any internal facilities providing comparable support. They also shall termi-
nate leasing agreements for equipment when the equipment is available in a
S s s c . This policy does not apply to office copiers already in existence or
copier requirements for classified documents.

‘.

5. DoD Components located in a building without a SSSC may request
service from an existing SSSC in another building in the imme~-iate area.
Requests for such service should be addressed to the Director, Defense Supply
Service - Washington, ATTN: JDSSW-S, Washington, D.C. 20310-5230.

6. Subelements of SSSCS may be established by mutual agreement of the
Agency and DSS-W.

E. RESPONSIBILITIES

1. The Director, Defense Supply Service-Washington, (DSS-W), shall:—

a. Operate and manage SSSCS.

b. Represent the Administrative Assistant to the Secretary of the
Army at meetings on establishing or disestablishing SSSCS and self-service
copier functions.

c . Review and approve servicing agreement ~ith tenant Agencies for
use of SSSC services and facilities.

t? Ilet.ermi.ne the incllldirig, fielt’ti.:]~, or sul)s Litlltin~ of items ;Is
c o m m o n  use expendable supp]i.es.

Ensure that adequate~. I.cI’(?I.s of supply and service are provi(~(’(! 1.0

,all eli~il)l.e l]sers.

~. DoD cOIIlpOIleIltS  sha].]:

a. Execute an ISSA between the DSS-W, Financial Management_ and Budget
Office and the DoD Component.



their
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estab

d. Appoint sII]~}Jly toor[iindtors
Agency  and  DSS-!J.

Supply Coordi. [lators shall :

a. Work witl~ t}~e DSS-W, Financ
ish ISSAS with DSS-W.

al Management and Budget Office to
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h. Issue SSSC admittance and audi. tizer cards to DoD Components .

F . PROCEDURES

1. Adrnitta[lce and Auditiizer Cards

a . T h e  S S S C  a[imit.tance ca rd  sha l l .  be  d i sp layed  ljy DoD Com[lorlent  u s e r s
b e f o r e  g a i n i n g  access t o  SSSCS a n d  a  l o g  s h a l l  b e  s i g n e d  a n d  completc(i  a s
p r e s c r i b e d  i n  p a r a g r a p h  F.2. b. ,  below.

b .  T h e  S S S C  admitt;ince cards  sha l l  become vo id  on  issuarlce of n e w
cards . L o s t  o r  s t o l e n  c a r d s  s h a l l  b e  r e p o r t e d  i m m e d i a t e l y  t o  t h e  S S S C  s u p e r -
v i s o r  a n d  DSS-W/supply c o o r d i n a t o r , (telephone number 695-4343) .

c. A n  auilitizer card f o r  u s e  o f  c o p i e r s  s h a l l  b e  i s s u e d  t o  DOD
Components  and /or  tenan~. Agenc ies b y  t h e i r  s u p p l y  c o o r d i n a t o r s .

2 .  U s e  of t h e  SSSCS——. —

a . L o c a t i o n s  of SSSCS a r e  l i s t e d  i n  e n c l o s u r e s  1 ,  2 ,  a n d  3 .

b .  C u s t o m e r s  arc requ i red  to  show a  va”fi. d SSSC admi.ttanrc c a r d ,  s i g n
a n d  c o m p l e t e  the SSSC log with t_heir n a m e ,  d a t e ,  de]]artment, AgeIIry,  r o o m
number, and  ca rd  number  fo r  admi t t ance  to  the  SSSCS.

c . T h e  m a x i m u m  quan~ity of supplies that may be taken from the self-
serv ice  a rea  a re  pos ted  in  the  SSSCS. Q u a n t i t i e s  a n d  t y p e s  of s u p p l i e s  s h a l l  b e
m o n i t o r e d  t o  p r e v e n t  abuse of  the  sys tem. When i tems are  avai  lat~l[’  and the
r e q u e s t e d  qu;]nt.it.y is ,just.ifiedj S S S C  p e r s o n n e l shall i s s u e  the i.Lcms.

d . C u s t o m e r s  r e q u i r i n g  a  l a r g e  o r d e r  o f  s u p p l i e s  i n  e x c e s s  o f  p o s t e d
quant i t i es  sha l l .  submi t .  a writt.cn j u s t i f i c a t i o n  s i g n e d  b y  t h e  silper-visor to the
fol lowing

3. 11”

<2
p o i n t  f o r

activii.y 2 weeks b e f o r e  t h e  suppl.ics a r e  r e q u i r e d :

Director
Defense Supply Service - Washington
ATTN : JI)SSW-SLA
Washington, D.C. 20310-5200

a_nk Forms Service Center (13FSC)—

r)ss-w/fwsc, rooms 3A3 alli~ 3A4, Pentagon, is the desi.gnak.ed central
requisitioning and receiving blank forms. A 1 ist of forms maintained

–.—.-—  -.— .————  -. ___



The request shall identify the number and title of the form, provide a source,
and recommend stockage levels.

c. The SSSC area managers in outlying buildings shall consolidate the
form requirements of the Agencies that they service and forward the require-
ments to the Blank Forms Manager, rooms 3A3 and 3A4, Pentagon, for completion
and delivery.

4. After Duty Hours Reproduction Facilities

a . Copiers are available after duty hours in the Pentagon, 1900
Half Street, and Nassif Building. To use the reproduction facilities, individ- ,,
uals may obtain the keys from the following sources during duty hours:

(1) The Pentagon. Copiers are available in rooms. lE700 and
2A656a. The key is maintained by the Army Operation Center Officer in room
BF741C.

(2) 1900 Half Street. A copier is available in room 7410. The
key is maintained by the supply clerk in room 7410.

(3) The Nassif Building. A copier is available i.n room 219.
Individuals should contact their supply coordinators for access.

G. EFFECTIVE DATE

This Instruction is effective immediately.

ROBERT W. HET.J1 \

Assistant Se.c.rctary of Defense
(Comptroller)

Enclosures - 3

1. Self”-Service Supp]y Centers
2. S e l f - S e r v i c e  Supp].y C e n t . e r s  With Blank F o r m s
3 . S e l f - S e r v i c e  S u p p l y  C e n t e r  W i t h  R e p r o d u c t i o n  Facil.it.ies

—. ,. .._. —,. .. —_ . . .._ —._



Locat-iou

S e l f - S e r v i c e  S u p p l y  C e n t e r ,  N o .  1
The Pentagon, Room 1E700
Washington, D.C. 2 0 3 1 0

S e l f - S e r v i c e  S u p p l y  C e n t e r ,  N o .  2
The Pen&agon, R o o m s  2A3 and 2A4
Llashington, D.C. 2 0 3 1 0

S e l f - S e r v i c e  S u p p l y  C e n t e r ,  N o .  3
The Pentagon,  Room 3C157
Washin~torl , 1). C. 2 0 3 1 0

S e l f - S e r v i c e  S u p p l y  C e n t e r ,  N o .  4
The Pentagon, Rooms 4A3 and 4A4
Washington, D.C. 2 0 3 1 0

S e l f - S e r v i c e  Supply C e n t e r ,  N o .  5
The Pentagon, R o o m s  4A7 and 4.48
W a s h i n g t o n ,  D.C. 20310

Self” -Serv.ice Supply Center, No. 6
Casimi. r  Pulaski  Building,  Room 1123
20  Massachuse t t s  Avenue ,  N.W.
Washing ton , 11. C. 2 0 3 2 4

Self -Ser-vice Supply C e n t e r ,  N o .  7
Harkins Bui lrli.  ng, Room ?410
1900 Half Street, S.W.
Washington, 1). C. 20324

Sel f - S e r v i c e  Supply C e n t e r ,  N o .  8
!i:]ssif fl[.li lding, Room 219
5611 tol.umbia P i k e
Falls Churctl, \7A 22041

Se Lf”-Serv. ice Supply Center ,  No.  9
Hoffman I 13ui ldi. ng, Room 444
2461 Ei senhower Avenue
Alexandr ia  ,  VA 2 2 3 3 2

Self  -Servive Supply Center ,  No.  IO
Hoffman 11 Bui.l. ding, Room GS-20
200 Stoval 1. Street
Alcxa!ldria  , VA 2 2 3 3 2

Hours of Telephone
O p e r a t i o n Numb e r

0730 to 1630 697-8462

.

0800 to 1630 695-7301

0830 to  1700 697-1587

0800 to 1630 697-0728

0800 to 1630 697-0738

0730 to 1600 272-0793

0730 to 1600 475-1488

0730 to  1600 756-1550

0730 to 1600 325-0864

0 7 3 0  tO 16OO 325-9185

1-1
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Location

Self-Service Supply Center, No. 11
Columbia Pike Building, Room 218
5600 Columbia Pike
Falls Church, VA 22041

Self-Service Supply Center, No. 12
AMC Building, Room G2C31
5001 Eisenhower Avenue
Alexandria, VA 22333

Self-Service Supply Center, No. 13
Skyline Building VI, Room 311
5109 Leesburg Pike
Falls Church, VA 22041

Hours of Telephone
Operation Number

0730 to  1600 756-2190

0730  to  1600 2 7 4 - 9 5 9 9

‘.

0730 to 1600 756-0819
- -

.—.–—



SELF-SERVICE SUPPLY CENTERS
\; I TH BLANK %3RMS

Location
Hours  of Telephone

O p e r a t i o n Number—-—

Pentagon Blank Forms Service Center 0810 to 1630 695-7143
The Pentagon, Rooms 3A3 and 3A4

,

Washington, D.C. 20310

Self-Service Supply Center, No. 6 0730 to 1600 272-0793
Casi.mir Pulaski. Building, Room 1123
20 Massachusetts Avenue, h!.W.
Washington, D.C. 20324

Self-Service Supply Center, No. 7
Harkins Building, Room 7410
1900 Half Street, S.W.
Washington, D.C. 20324

Self-Service Supply Center, No. 8
Nassif Building, Room 21!?
5611 Columbia Pike
Falls Church, VA 22041

Self-Service Supply Cent~r, No. 9
Hoffman I Building, Room 444
2461 Eisenhower Avenue
Alexandria, VA 22332

Self-Service Supply Center, No. ]1
Columbia Pike Building, Room 218
5600 Columbia Pike
Falls Church, VA 22041

Self-Service Supp].y CeI]t.er, No. 13
Skyline Building VI, Room 311
5109 Leesburg Pike
Falls Church, VA 2.2041

0730 i_O 1600 475-1488

0800 tO 1630 756-1550

0730 to 1600 325-0864

0730 t.o 1600 756-2190

0800 to 1630 756-0819

L]



L o c a t i o n

SELF -S ER\~”f CE SLJP1)”[,Y CENT1; RS
WITH REPRODUCTION FAC i 1>1 ‘I”IES_ —

IIours of Telephoue
O p e r a t i o n Number

0730 to  1630 697-8462,S e l f - S e r v i c e  S u p p l y  C e n t e r ,  N o .  1
T h e  P e n t a g o n ,  Rooin IE700
iiashingt.on , D.  C.  20310

S e l f - S e r v i c e  S u p p l y  Center Quick Cop}
The Penta Eon, Room 2A656a
Washington , D. C. 20310

S e l f - S e r v i c e  S u p p l y  C e n t e r ,  N o .  7
Harkins Building,  Room 7410
1 9 0 0  Half S t r e e t ,  S.W.
Washington, D. C. 20324

S e l f - S e r v i c e  S u p p l y  C e n t e r ,  N o .  8
Nassi. f Building,  Room 217F
5611 Columbia Pike
F a l l s  Churct~, VA 2 2 0 4 1

S e l f - S e r v i c e  Sup@y C e n t e r ,  N o .  11
Columbia Pike Building) Room 218
5600 Columbia Pike
Falls C h u r c h ,  \~A 22041

‘;{O~OO to 1 ,600 695-9431

“’0730 to 1600 475-1488

~’0800 to  1630 756-1550

0730 to 1600 756-2190

NOrE; I n q u i r i e s  o n  b l a n k  f o r m s  a n d  r e p r o d u c t i o n  f a c i l i t i e s  s h o u l d  b e  r e f e r r e d
t o  t h e  s u p e r v i s o r y  s u p p l y  t e c h n i c i a n ,  t e l e p h o n e  n u m b e r  6 9 5 - 7 1 4 3 .

‘~: See s u b s e c t i o n  F.4 f o r  p r o c e d u r e s OJI after duty  hours  reproduc t ion
f a c i l i t i e s .
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